
 

UNSCHEDULING/SCHEDULING REQUEST  
PROCESS OVERVIEW 

The flowchart below serves as a general process guide for agencies when requesting to schedule funds. 
If there are any questions or potential issues, please contact orbits.help@oregon.gov .

 

* For reference, unscheduling/scheduling funds can be from the following: 

• Budget report(s) with instructions to an agency such as in a budget note; and/or request to 
unscheduled/schedule funds from allotment 

• By voluntary agreement with the Legislature and the Emergency Board, funds can be 
unscheduled or scheduled, upon request, by DAS 

• Emergency Board Certification  

Agency submits request to the following 
via email:

•CFO/LFO Analysts
•ORBITS.help@Oregon.gov

Agency request letter includes the 
following information:

•Appropriation Number
•Appropriation Year
•Amount of reschedule
•Reason for Increase (i.e. bill reference and/or 
other pertinent documentation)*

CFO Analyst Approval
(required to process)

Once approvals are received SABRS will:
•Reschedule the amount in R*Stars
•Notify the following when transaction is 
complete:
•the agency 
•CFO/LFO Analysts

Agency Allotment Plan:
•Update allotment spreadsheet reflecting the 
rescheduling (update the unscheduling column)

•Enters allotment batch in R*Stars and submits 
Allotment revision plan if needed or waits until 
the next quarterly allotment plan is due

SABRS
•Audits the allotment plan
•Submits it to the agency's CFO Analyst for 
Approval 

CFO Analyst Approval required to process
SABRS 

Releases R*Stars Batch for processing 
once allotment plan is approved
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